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1. Requesting Agency

MARYLAND HOUSE OF CORHSCHOH

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

Records have ceased to have value

B

pated
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6: Recommendation
of Hall of Records
and Board of Public
Works.

\A DAILY POPULATION

2.

Form No.: 65
Sis©: fl$" x& r t '
Period Covered: 194:6 -
Quantity: 6 linear inches
Filo Arrangement1 chronological
Annual Accumulation* less than \ inch
Disposable Amount: Z linear inches

Shows the daiTy prisoner census of the institution. Each card accdra-
odatos one conths* entries; inforaation id used for budget analysis
and annual report statistics,

E3C0:MSM)ATI0N: RETAIN FOE TH5BS- XEARS AND T*EN DESTROY,
/
(

RETURN OF PRI301EE3Siee: 7^' x 11"
PeriodJ 1951 -
Quantity: 0 linear inchog
File Arrangement* chronological

. Annual Accumulation! 2 linear inches

A detailed report showing distribution of prisoners * throughout the
institution] names of prisonors received and discharged also given,

IECOMMENDATIOIJ: RETAIN FOR TliREa YEARS AND THSH DSSIBOI*

rffy^r^t' //<Ulj/
QUtt+jdUt L&7*~**-

7. Agency, Division or Bureau Representative

Signature Jr Title
^VA> VV^

Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission. .

%JA*JL> / / . /fS-£' ^vu^?.
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

K~:> I -1 135 5
Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3.

* .

y
8.

AILY REPORT OF PRISONERS EMPLOYED

Siae» 8" x 14"
Period Covered* July 1CSO - -
Quantityt 9 cubic feat
File Arrangement! chronological
Annual Accumulation) 2 cubic foot
Disposable Amount! 2 cubic feet
Audited* by Stats

loport submitted daily by each department employing prison labor}
3hardng number of prisoners assigned to the department, nunber late
>r absent and lists by name those prisoners vsho are absent frosi the
|ob and the reason for the abaencoj usod by the Accounting Depart-
lent to charge the cost of labor and production to the proper account

ffiGOHWESDATtCKl RETAIH FOR THH1SK YEARS OR UNTIL AUDITi^/WKICfEVSR
IS LATER, AND THEN DESTROY.

'BE RSCCPJD - (PRISOHSR PAYROLL)

Siae: 9" x I2rt
Period Coveredi 1937 - -
Quantity: 15 cubic feet '
File Arrangeaanti alphabetical by work groups
Annual Accus&ilationt 1 cubic foot
Disposable Amountt 10 cubic feet
Audited: by State

Prisoner'a daily work record, froa it industrial good tiae is enter-
3d on tho Inmates Ledger Card, Alco ohov?n is dopartasnt where em-
iloTed, the total monthly pay and oonthly industrial good time*

!ECGE£.£NDAX£OKs R3TAIN FOR T5CJSB YEARS CR UNTIL AUDITSD, WHICHE7EB
IS LATER, AHD THSH DESTROY*

EH!IATSS LEDGER CAHD

I. A 12

Siee: 8£" at 11"
Period*. 1949
Quantity? 14 cubic feet
file Arrangessantt alphabetical by year
Arir̂ î i, Aocunailationt 3 cubic feet
Audited byt State

i complete record of the inmates finances is maintained on these card

IKCOMUEUDATlOIls EETAIH FOR 20 YEARS AFTER THE PRISONER HAS BEEN DIS-
CHARGED OR PAROLE 0BLIGATI0K3 HAVE BESH UET AND THEH
DESTROY*

..i.iV. ".*

?;.. •r^rar
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

J 6.

7 ,

y 8,

SHNTKNTC8 CATS)

Sige* 6" x 9»
Period Coveredt 1937 - 4trv^
Quantity* 39 cubic feet •
File Arrangement: alphabetical
Annual Accumulation: 1 drasser

Ledger card showing total time of sentence, any deductions or addi-
tions to the sentence and total tine served* Monthly entries enow
deductions for good behavior and industrial good time* This infor-
mation is posted from the Prisoners Time Record (Item 4 ) ,

RECCmEKDAtlON: R&fAlH FOR 20 YEARS AFTER DI3CHABGB OR PAHOIE 0BU>«
GAUOHS ARE MET AND THEH DESTROY.

>RISONER»5 C0IS1ISSARY ORDERS

4*

^

Siae: 5" x 11"
Period GoveiH îJ 1950 -
QuantityJ 64 cubic feet
File Arrangement: Cell tier then alphabetically
Annual Accumulation: 16 cubic feet
Disposable Anssunts Id cubic feet
Audited by* State

Prisoners nay sake purchases froa tha Institution^ Concaissary on
this prenumberod fora; used to post to inmates ledger card (Item 5),

REC0&H3NDATIOK* RETAIH POH tHI^S YEARS OR CKTI1 AUDITED, fffllCKSTER
13 LATfiR, AI© THI^ DESTROY.

ACCOUNTING RSCOPJ^

This itea inoludes all standard accounting forma used by all
State agencies as supporting data to the final book of entry* The
final book of entry is to be retained permanently. Specifically,
these ares

Corsptrollor of the Treasury \i- '•••

Forra Ho«

E-l-S

DD-1

Diotribution of Charge
Transsdttal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and Deposited
Distribution of unexpended and Obligated Balances

ft?' rstcn7
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.
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Purchasing Bureau (Department of Budget and Procurement)

1-A Requisition for Supplies
47-A Purchase Order
100-16 Out-of-Schedule Requisition for Supplies
39A & 40A Stores Requisition
F-2 Coĵ r of Contract Awarded
F-l Capital ?und Requisition for Equipment

100/84 Actual Saergoncy and Repairs Report
27-A Copy of Contract Awarded
IF-3 Copy of Contract Awarded

Copy of Contract Awarded (Capital Funds)
Delivery Invoice

S6-A. Notice of Award of Contract
52 Credit Memorandum
51 Report of Partial Delivery

Bvaiget Bureau (Department of Budget and Procurement)

BB1 (Rev.)
BP Inv. R-101
BP Inv. R-102
BP Inv, 6
BB 40

Formerly BBl & BBH
Report of î lxed Assets (annual)
Report of Materials arid Supplies (annual)
Materials and Supplies Physical Inventory (annual)
Request for Position Action

Budget Fora l?o»*s 1 through 11 - Budget Estimates Fiscal Year (13
pages including farm statement)

PP 1A Power Plant Utility Report (iaonthly)
Fare Report (annual)
Farm Report (monthly)
Food Report (monthly;

BP Inv, 1 Stores Record
BP Inv, 2 Equipment Record
BP Inv, 3 Motor Vehicle Record

Monthly Statement of Balancea
Memorandum of Adjustment

Others

Vendor's Invoicoa
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Cancelled Checks
Cancelled Withdrawal checko-prlsoner funds

State Use Industries

Invitation to Bid
Sales Invoices
Award of Contract
Shipping Ticket
Delivery Ilckot

^KSLJZI
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

9.

Involoe
Cash Receipt

RECOMflSNDATIOWl RETAIN PCS THREE SEARS OR UNTIL AUDITED,-WHICHEVER
IS LATKR, AH) THEH DESTROY,

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A OKKERAL
RECORDS RETENTION SCHEDULE

PAYROLL -(Prior to July 1, 1953) The agency copy of this payroll
form la to be retained for five yeara or until audited whichever is
later, and then destroyed,(General Schedule No, G-l, Itera 1-d, ap-
proved by the Board of Public Works, January 11, 1954>),

PAYROLL JOURNAL - The agency copy la to be retained for three years
or until audited, whichever is later and then destroyed, (General
Schedule Ho, G-2, Item 1-d, approved by the Board of Public Works,
January 11, 1954)*,

PAYROLL EXCEPTIONS j Additions and Exceptions - The agency copy is to
be retained for thrae years or until audited, whichever is later,
and then doatroyed (General Schedule Ho, 2, Itea 3-b, approved by
the Board of Public iVorks, January 11, 1954,

PAY WARRANTS - The agency copy is to be retained for three years or
until audited, whichever is later, and then destroyed, (General
Schedule No.3, Item 3, approval by the Board of Public forks,
May 10, 1954),

RECEIVIBG WARRANTS - The agency copy is to b o retained for three
years or until audited, whichever is later, and then destroyed, (Gen-
oral Schedule No» G-£, Item 3, approved by the Board of Public Works
May 10, 1954).

TRAKSIUTTAL FORM S-l or £-§• (Comptroller of the Treasury Fora) is to
ba retained for tfaree^^aars or until audited, whichever is later and
then destroyed* (General Schedule Ko, 5, Item 3, approved by the
Board of Public Works, May 10, 1954),

£>•'• .'

Date

'/%KJZ. J2~^^*
•-..•<•-c'; a r.


